DEPARTMENT OF THE NAVY
BUREAU OF NAVAL PERSONNEL
5720 INTEGRITY DRIVE
MILLINGTON TN 38055-0000

IN REPLY REFER TO
BUPERSI NST 1040. 5A

PERS- O0M
20 Feb 02

BUPERS | NSTRUCTI ON 1040. 5A

From Chief of Naval Personnel
Subj: CAREER DEVELOPMENT BQOARD ( CDB)

Ref : (a) NAVPERS 15878H, Retention Team Manual
(b) NAVPERS 15560C, MIlitary Personnel Manual
(c) NAVPERS 15909G Enlisted Transfer Manual
(d) OPNAVI NST 1160.5C
(e) BUPERSI NST 1430. 16E
(f) OPNAVI NST 1040. 11
(g) OPNAVI NST 1420. 1

Encl: (1) Career Devel opnent Board (CDB) Request and
Reconmendat i on
(2) Career Devel opnent Board (CDB) Profil e Sheet
(3) Career Devel opnent Board (CDB) Interview Procedures

1. Purpose. To provide procedures, assign responsibilities and
mai ntain within the Bureau of Naval Personnel (BUPERS) a

st andar di zed Career Devel opnent Board (CDB), using as a m ni num
references (a) through (g). This instruction is a conplete

revi sion and should be reviewed in its entirety.

2. Cancel | ati on. BUPERSI NST 1040. 5.

3. Di scussi on

a. CDB ensures that enlisted personnel are provided the
gui dance needed to ensure optiml career developnent. This
i ncl udes professional and personal devel opnent and i ncludes the
foll ow ng areas:
(1) Rating Assignnment (GENDETS)
(2) Warfare Qualifications
(3) Personnel Qualification Standards (PQS)

(4) Mlitary Training
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(5) Voluntary Education
(6) Oficer Prograns

b. Reference (a) and this instruction provide
responsibilities and program | evel gui dance concerning the
conduct of a CDB. Appearance before the board is not always
required.

4. Action

a. Commanders, Commanding Oficers (COs)/Oficers in Charge
(A Cs) or equivalent wll

(1) ensure the CDB is fully effective in providing each
Sai |l or the best possible advice and gui dance.

(2) nmonitor CDB' s activities and endorse reports of
CDB' s results, anplifying any proposed actions as deened
appropri ate.

b. Executive Oficers (XGs), Assistant Oficers in Charge
(AA Cs) or equivalent wll

(1) ensure active participation by |eading chief petty
officers (LCPGs) and division officers at every CDB

(2) provide endorsenent for personnel appearing before
the CDB

c. Departnent Heads, Division Oficers or equivalent wll
ensure Sailors are provided an opportunity to appear before the
CDB and schedul e appearance(s) before the CDB when requested or
when the need is indicated.

d. Command Master Chief (CMC) or equivalent wll

(1) act as Chairperson for the CDB. Chairperson wll
act as tiebreaker when the voting of the board is deadl ocked.

(2) ensure the required nmenbership is present for each
nmeeting of the board.

(3) submt board recomendati ons to the Conmander,
CO A C or equivalent for final approval/di sapproval, utilizing
encl osure |(1)|.

e. Departnent/Division LCPOCs or equivalent wll

2
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(1) ensure requirenents to appear before the CDB are net
as contained in this instruction.

(2) provide professional support to enlisted personnel
who work within their division.

(3) acconpany Sailors to all appearances before the CDB
f. PASS Liaison Representative (PLR) or equivalent wll

(1) provide personnel records and information as
required for review by the CDB

(2) ensure all pertinent advancenent criteria and
advancenent statistics are available to the CDB

g. Local Educational Services Oficer (ESO Representative
will participate as a non-voting, technical advisor to the CDB

h. Command Career Counselor (CCC) wll

(1) indoctrinate all newy reporting personnel on CDB
process during indoctrination sem nars.

(2) schedul e those Sail ors appearing before the CDB by
mai ntaining a tickler systemensuring all personnel are revi ewed
on tine.

(3) participate as a non-voting, technical advisor to
the CDB providing the information from encl osures (2) as well as
information contained in appropriate directives.

(4) ensure all CDB recomrendations that require the
Commander, CO O C or equival ent approval are submtted at the
earliest date upon review by the XO AO C or equival ent.

(5) maintain mnutes of all CDBs.

(6) prepare a board screeni ng package for all board
menbers highlighting pertinent facts about the individuals
appeari ng before the board.

i. Departnent/Division/Branch Career Counselors wll

(1) discuss provisions of this instruction with al

newy reported Sailors during the "reporting” interview as
required by reference (a).
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(2) conplete enclosure ((2) for assigned Sailors and
forward to the CCC prior to the convening of the CDB

5. CDB Conposition

a. Chairperson. 1In the absence of the CMC, the nobst senior
LCPO wi I | act as chairperson.

b. Advisors

(1) CCC. In the absence of the CCC, an alternate CCC
will act as advisor.

(2) ESO or representative.
c. Menbers. Departnment LCPGCs as sel ected by the CMC

6. CDB Responsibilities

a. Command CDB is charged with providing each individual
wi th the best possible guidance and advi ce regarding the
candidate's future in the Navy. CDB wll make its
recommendat i ons based on the individual's qualifications and
desires.

b. Meet each nonth, as a m ni num | f additional boards are
required, they will be schedul ed by the CMC

c. Each menber should be famliar with enclosure (3)|.
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7. Qualifications of a Candidate to Appear before the CDB

a. Newy reported, non-designated personnel will have a CDB
at the division or branch level within 2 weeks of reporting
aboar d.

b. Personnel who are not reachi ng career professional
growh will appear before the CDB to ensure nmenber has been
af forded the maxi mum opportunity for in-rate training or other
opportunities for career devel opnent.

(1) E-1/E-2 personnel not reaching E-3 wthin 18 nonths
of active day-for-day service.

(2) E-3 personnel not reaching E-4 within 4 years of
active day-for-day service. Any E-3 who fails their respective
E-4 rating exam nation

(3) E-4 personnel not reaching E-5 within 8 years of
active day-for-day service. E-4 personnel who fail their
respective E-5 rating exam nation

(4) E-5 personnel not reaching E-6 wwthin 12 years of
active day-for-day service. E-5 personnel who fail their
respective E-6 rating exam nation

(5) E-6 personnel not being selected for chief petty
officer (CPO, after being selection board eligible for 3 years.
E- 6 personnel not achieving a selection board eligible score
after two E-7 rating exam nations. E-6 personnel who fail their
respective E-7 rating exam nation

(6) CPGs and senior chief petty officers (SCPGCs) who
were not selected for the next higher pay grade after three
sel ecti on boards.

(7) E-7, E-8 and E-9 sel ection board candi dates can have
t heir package reviewed by the CDB upon request.

(8) Personnel within 24 nonths of reaching Hi gh Year
Tenure (HYT) and personnel requesting HYT waivers per reference

(dy.

c. Personnel desiring to apply for any of the follow ng
progr amns:

(1) Professional growth and goal setting.
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(2) Al class "A" school requests.
(3) Al rating conversion/reversion requests.
(4) Advancenent.

(5) Education progranms to include academ c skills and

(6) Striking for a Rate.
(7) Physical fitness education.

(8) Al comm ssioning program applications, the board
menbership will include, as a mninum one officer fromthe
community the Sailor is applying for (e.g., Limted Duty Oficer
(LDO, Enlisted Comm ssioning Program (ECP), Broadened
Qpportunity for Oficer Selection and Training (BOOST)).

Ref erence |(g)| provi des gui dance on subm ssion of comm ssioning
program appiications.

(a) Oficer Candidate School (CCS).
(b) Seaman to Admral -21 (STA-21) Program

(c) U S Naval Acadeny (USNA) and Naval Acadeny
Preparatory School (NAPS) prograrns.

(d) Naval Reserve Oficers Training Corps (NROTC
Schol arshi p Program

(e) Broadened Opportunity for Oficer Selection and
Trai ni ng Program ( BOOST).

(f) Enlisted Comm ssioning Program (ECP).

(g) Aviation Enlisted Comm ssioning Program Option
( AECP) .

(h) Nucl ear Enlisted Comm ssioning Program Option
( NECP) .

(1) Enlisted Comm ssioning Program C vil Engineering
Corps Option (ECP-CEC).

(Jj) Medical Enlisted Comm ssioning Program ( VECP).
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(k) Medical Service Corps Inservice Procurenent
Program (MsC | PP) .

(1) Limted Duty Oficer (LDO and Chief Wrrant
Oficer (CWD)) Prograns.

d. Any personnel identified who does not fall into the
above categories but who needs career devel opnent counseling
shoul d be brought before the CDB for counseling.

8. Inplenentation

a. Commands w thin BUPERS cl ai mancy may nodify this
instruction to nmeet the needs of their organization. There is
no need for a command to establish a local CDB instruction if
this instruction is nodified.

b. Local reproduction of enclosures (1) through (3) is

aut hori zed.
M \

G L. HOEW NG
Rear Admral, U S. Navy
Deputy Chi ef of Naval Personnel

Di stribution:

SNDL A5 ( CHNAVPERS)
C55A  (BUPERS DETACHVENTS)
C55F ( NAMALA VASHI NGTON DC)
FIA2 ( NAVY BAND)
FIA3 ( COVNAVPERSCOM M LLI NGTON TN)
FIA4 ( COVNAVCRUI TCOM M LLI NGTON TN)
FJAS ( NAVRESPERSCEN NEW ORLEANS LA)
FJA9 ( EPMAC NEW ORLEANS LA)
FJAL0  (NAVMAC M LLI NGTON TN)
FJAL1  (NAVINTSERVACT NS TOKYO JA)
FJA12  (NAVCONBRI G CHARLESTON SC/ M RAMAR CA)



BUPERSI NST 1040. 5A
20 Feb 02

CAREER DEVELOPMENT BOARD (CDB) REQUEST AND RECOMVENDATI ON

Dat e:

From Chairperson, Career Devel opnent Board
To: Commander / Commandi ng Officer/ O ficer in Charge
Vi a: Executive Oficer/Assistant Oficer in Charge

Subj: CAREER DEVELOPMENT BOARD REQUEST AND RECOMMENDATI ONS
| CO

Ref:  (a) BUPERSI NST 1040.5A

SI GNATURE

Di vision O ficer/Leading Chief attended: [ ] Yes [] No

Encl osure (1)
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Dat e:

FI RST ENDORSEMENT on

From Executive Oficer/Assistant Oficer in Charge
To: Commander / Commandi ng Officer/ O ficer in Charge

Subj: CAREER DEVELOPMENT BOARD REQUEST AND RECOMVENDATI ONS
| CO

SI GNATURE

SECOND ENDORSEMENT

From  Commander/ Commandi ng Officer/ O ficer in Charge
To: Chai r person, Career Devel opnent Board

1. Al CDB recomendations are approved/ di sapproved as |isted
above.

2.

SI GNATURE

2 Encl osure (1)
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CAREER DEVELOPMENT BOARD PROFI LE SHEET

Dat e:

Narre: Rate/Rating:
Di vi si on:
ADBD:. PRD: SOFT EACS:
Enlistment Length (Years of Active Duty): Age:
Dat e Reported: SHDCD: sboco.
Marital Status:
Rat i ng(s) Desired: / / / /
Sea Rot ati ons: / / / /
Shore Rotations: / / / /
Speci al Progran(s) Desired:
For mal Educati on
Conpl eted (Years): HS Dplom HS GDb

Associ ate's Degree: Maj or :

Bachelor's Degree:. Maj or :

Master's Degree: Maj or :

Rati ng Recommendation from Recruit Training Conmand

1. 2. 3. 4. 5.

Ef fecti ve Date of Rate:

E-1 E-2 E-3
E-4 E-5 E-6
E-7 E-8 E-9

Encl osure (2)
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NJP's within the | ast 24 Mnths:

Dat e: Char ges:

Eval uations: (Last Two)

(Peri od Covered) Marks

(Peri od Covered) Marks

Cor r espondence

Pr of essi onal 3/2

Cour ses YES NO
MR PO3 O O
MR PC2 L1 [
MR POL 1 O
MR CPO 1 O
AN/ FN/ SN O O

0 O

0 O

Pr of essi onal 1/C

O hers:

[
[

[
[

2 Encl osure (2)



Advancenent Exam St andard Scores

Cycle #/SS

/

/

Addi tional information deenmed necessary
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(If the last three scores
aver age bel ow 60, nenber
shoul d supply the profile
sheets with the matching
subject matter listing
for all exans.)

Di vi si on Counsel or's Signhature

Division Oficer's Comments:

Si ghat ure

Encl osure (2)
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CAREER DEVELOPMENT BOARD ( CDB) | NTERVI EW PROCEDURES

1. After all preparations are conplete and the candidate is
before the board, the chairperson wll introduce the board
menbers and explain to the candi date the purpose of the CDB

2. The chairperson should control the interview and all ow each
menber of the board to ask questions of the candi date.

3. Interview Sailors one at a tine to determ ne:

a. Does the Sailor have a desire for a specific
rating/ special progran? What is the desire based on, and is the
basi s valid?

b. If, in the case of a non-designated Sailor, the Sail or
has no particular desire or strong feeling toward any specific
rating(s) or progran(s), the board must establish, through
review of all available data, the rating(s) or progran(s) that
wi |l best suit the candidate's interests and ability.

c. Wien the interview has been pursued to the point that a
recommendati on can be nmade by the board, the chairperson wll
direct the Sailor to stand by outside. The board should then
confer and agree on a recommendati on. The chairperson wll
sumon the Sailor again before the board and provide, verbally,
t he board's recommendati ons.

d. Those recomendations that require assistance from
external commands in the formof part-tinme or full-tine
tenporary additional duty (TAD) for the purpose of giving each
Sail or an opportunity for hands-on on the job training (QJT) and
prof essi onal eval uation, should be requested and utilized as
required.

Encl osure (3)
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